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ABSTRACT 

A workbook, designed to introduce students to office 
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Occupations?" contains chapters on the careers of typist, file clerk, 
payroll clerk, stock clerk, office machine operator, salesclerk, 
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Two, "What Does It Take To Be An Office-Clerical Worker?" includes 
chapters on education and training needed, personal qualities needed, 
where the jobs are, and wages and benefits. A student activities 
section at the end of each chapter provides various types of 
obipctive and short answer exercises on the chapter luaterial. A 
3-page quiz on the whole book is also included. (HD) 
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Introduction to Office Occupations 



OBJECTIVE: Know what occupations there arc in the officc-clerical field. 
Know what duties each office-cIcric;iJ worker does. 
Know what education, training, and personal qualities are 
necessary to be eni ployed as an office-clerical worker. 



This worJv;.book will nor take the place of the trainint^ vou will 
receive in your shop area, it will help you know what jobs there are in the 
office-clerical field, and a little bit about ttieni. The book has only 
information that is ituportaiit for you to know. The information is divided 
into sections that are easy to learn. There are questions and activities 
marked "Student Activ^^ics'' that must be doric before vou go on to the 
next section. When you have completed n section, vour teacher may giv«- 
you a quiz on the information vou have learned. 
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Part I 

WIku arc Office Occupations? 



Do > oil want to he a "white collar" worker? If so, perhaps v ou e..;; he an 
oi tice cIl . le.h u )rker. You would he![T harulle office records arul liclp wirh the hirue 
cUnounts '•• p.^pcrwork necessary in the nujdern business world. 

Pail 1 of til is workbook will L^ve vou i;eneral information ab{).it uft'ice -clerical 
positions. Part li v uirline the education and training necessarv to enter this field. 
Trainini; in specific arc. is rnav be ^iven in vour sho[>. For further in f (^rn*:\tion \ou can 
write to: 

Division of Plannini^ and Ilesearch 
7lie Land and I.ab.)r Industrv Building; 
P.O. Box 3 59 

Trento'., New Jerse\ ()(Sh25 

Peo['>lc in office-clerical positions can w*ork in business, gc^vernnient, or elsewhere. 
We will be w(>rkin<j; mostly with the business world. The need for all kinds of 
office*clcrical workers becomes i];reater each day, as modern businesses i;row lari^er and 
iarL;er. As the amount of paper work increases, so does the need for skilled workers. 
There is almost no end to the kinds of jobs for office-clerical workers. Those workers are 
very ']i-^iportant. because their crnplover docs not haye time to do the jobs they arc 
vr nn .: 'o do. Can you im^iginc the head of a large company opening all the mail that 
c;^-:-/. in filing letters, and typing his own letters? Having an office-clerical worker to do 
^- :':r r..\«ngs fir." him leaves more time for vour employer to do more important jobs, like 
.r..:ing the com[)anv or his section of the company. 

These are some of the jobs available in the office-clcrica! field: 

Billing clerk 
Casliicr 

Du plicatinc-niachine operator 
File clerk 
Mail clerk 
Messenger 
Payroll clerk 
Sales clerk 

Shipping and receiving clerk 
Stock clerk 

Tabulating rnacli inc ofUTator 
typist 




There arc many otlK-i occupations .ilso. Any ot" these jobs ^ives vou niany duties, such as 
shippinu, iiandh'n.; nioncv , sorting mail, operating machines, and keepin^: iinportaiu j^ipers 
in oriler. 



TYPIST 




/VlchoUi;h a r; pist's nsi d duty is t/'^in^;, he is often required to perform other duties in 
the othce. This u)i\\ ude filini: papers, sortint^ niail, and answering the telephone. A 
person who does these tiiing'-i as well os t\ pini; is called a cicrk-typist. 

Sriident Activities 

.IflSH'C^ the folloU'itl'^ (jUCStiun.'.' 

1. What is a "white collar" worker? 



2. Where do y.)u think people in office-clerical positions could be hired? 



.). Wli.it ilutii-s J .in of tii-c i-Ifrii-iil vs'orki-r cln so tii.it his (.'111 plovrt ili> iiion- 

itnpcirt.mt tliinus"' 
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■\. List 5 otticc-clcric.il [Positions tii.ir vnw inav be inriTL'stcil in. 



I II I c I i;rk 




An \()ti 11). i\ alrc.uK know. Inisincsscs must keep copies of letters ;in(l imjifMriiDr 
[Mpirs tor possihit' use hirer oti. Those pnpers .ire kept in kir^c rner.il e;iscs e.illcd lilr^. 
"I !k'm- p.ipers Mir.sr he jrv.ui'zrd ^o rh.ir rlie\ tMii Iv Intind f.isiU- when need.^d. Srv-j-.d 
dUh'Ttir ini^rhods t)f ////"/?' jtl- iisetl: 



Alpli.dxTie.ii 
l ilifii: H^' d.ifc's 
f-'ilinii In Mdijeer 
Nunienc-.il filin>: 



when voii arc LMiiploval bv a business, it is the file clerk\s dutv to learn the filing; svsteni 
beini: iisceb A file elerk not onW files tbo [\ipers, but also nuist find them in the Hies 
^vhen the\ are neeJeil bv scuiiciuie in the office. 

StLuleiit Activities 

I ry t n St i Xi'r. iscs to .<c'c if yon ff},iv hiw^tnc shilU'Ll in fili}i<^, 

I. List these \vr;rcls dlj)luif>i'ticdU\' : 

waiter 
II Lirsc 

chemical o[^erator 
rc )()f er 

Borax (.\Mn[xnu 

F-Jectric Speed (.\)r[niration 

A B nick IXiplicatini: 

Xerox 

pavroll clerk 

draftsman 

Aetna Insnrimce 

chemical o[u'rat()r 

cashier 

be.iLiticiaii 

aLitom(;bile 

Borid Business Machines 

Jiffy F>rcss 

plastic 

real estate salesman 
. Arrafi^e these words b\' incrcasi'no fimnhcrs: 

(S96 5 Acc Movers 

4545 Timcx Watches 

H888 Fabuhish Cosmetics 
' 1012 Bakers Chocolate 

2^M)7 Continental American 

' 290 Proctor and Gamble 

341 0 American Home 

3345 RCA 
4543 Life 
11012 Top Brass 
1 4332 Time and Agnin 

654 (dass Products 
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3. Arrani;c tlic following bv ^Lltcs' 



June 23, 1 972 
Mav 4, 1948 
January 24. 1 94 8 
June 1 2, 1950 
9 -10- 45 
April 22. 1973 
1--6- 34 
8 -28 71 
2 -4 44 

Auj^usc 27. 1971 
July 1 2. 1968 

7-6-68 

February 28, 1 973 
4. A ii\c clerk's job is: 




PAYROLL CLERK 

A cotiipany has to keep certain rcconh to make up its pdvroll. A person wlio 
kcc[is tlicse records is a payroll clerk. 
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'I'lu- |\ivri)l' IS n\.idc iliffc'cnrU in iliMrri'iit Ini-iiK'ssc.s. I low it is douc lIc|viuIs 

on til'.' si/c (A tlic ti>in|\ui\' and on liow tlu* v. ,,r!;v'rs art; whcihcv In tlu' lioiir, -the 

WL'ck, of tlic month. A sni.ill an to -repair bnsini\ss would need dWi'cvcm rcL\/rils troin 
(!cfun"al Motors or the ['onl (!oni|\ni\'. 

Look at this sani|>le ot a /\;\ m>// ;r( ()nj; 



PAYROLL RECORD ^//oy norp. 



NAME 








DEDUCTIONS 


NET pAV 




RATE 


HOURS 


















RI.CA. 


INS. 
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The eompany kee[\s reeorcis about each iMn|)l(nee. It n)usr know each worker's . . , 

Correct name first, hist, and middle 
Ciorrcc: adclress 

Number of de|KMi dents (fcM- example, his small children) 
Thcfi the pa V," roll clerk fills in fi inures <u\ , . , 

H(nirs wcjfked and rate of |)aN. 

Overtime liours and \^\w 

Deductions Federal income rax, social security f F'.I.C.A.), 
i)f)S[>ital insurance, ere. 

As \ou can see. the pavr(dl record needs a lot of work from the pavroil clerk. He must 
wr.i mistakes, or he will cost the eom[^anv monev, or [Perhaps cost a icllow worker 

mon<'\ . and neither will be !iap|u ! 
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p.uri'll lLtL ruwis [i) he skilled m l\tM\- I'uith .uKlirioii. >it Incur i< )ii . 
miilriplic. ri')[). jml uuishin. \\c wo'ilj .1 ;o iu\>J (d ojV'fjti' .111 .uMnivj in.uliiiK- or 
ciil.it( )r. 'I'lu* iii.iL lniu' s.U'.'s liiiiL' .iiul pre v.-!hs inist.ik^'s. 

St luk-iit Ac ti\ u u's 

1. / /// ?// lol!o'-i>};; i>ifon>;j[h^^i dlf.^nt r//cw r 7 >/< » w r (W/ f//( ;>j\'m>// rcr^'/t/ : 

Anna Wools \vorkc\l -^0 Inuirs a wtx-k .ir .S2.(^n .in hour, 'f'his wcrk she d\d )iot work 
ovLTtiiiu'. SliL" sii[>[i(ircs .'^ L-hiltlr.-n. firr pL'^iTal inet)Mic rax diHluctlon is S^).S^. 
Social S.vurir\ ffMC.A/' dcLliRtion is $2.22. Blue Cross and Hliio ShieUI is S.84. 

Ii,irnah\ M. Swan^oii uurkeJ 40 regular hours ar 52. .Sn an hour, fiis di'[H'ntle[Us are 
Matiekl Swaiison. IkTnian |. Swanson. I'edrra! uuoiiu' fax is SU).|S, ho. .pita! 
insurance i, ^' ^./i-^. and social •■■ccurit\ is .S2.2^(K 



FAYROLL REC0f{O &lp^ cojzp 





1 REGULAR 




GROSS 
PAY 


DEDUCTIONS 


NET PAY 


[HOURS 


RATE 


HOURS 


RATE 














Fsro. 


F.I.CA, 


INS. 



























































































2. Solvi flic /( )//()//7"//^f." 

$cS.94 S S235.0() 54. .S(.' .>U)7.,U) S29.67 S333.9S 

-^4/)r) + 2.7(S -f- 1 X 40 34,f)H -^)7.^)H -298 /)9 



^ .98 
5^).22 
4.00 
5600.00 



s: 2 "^0 

X 4 0 



s I 20.00 



40 



S45.00 



/ 
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If you have .in adding machine or a calculator, do the same problcnis. Write down the 
time you started and the time that you iinished the work. Compare this to the time it 
took you to do it by the paper-and-pencil method. 



nnB. 




STOCK CLFRK 



All types and sixes of businesses, from sch(joIs to restaurants, need at least one 
stockroom. A stockroom or warehouse is a storage place for goods and supplies needed in 
a business, i or example: 



Tvping paper 

Ditto masters 

Duplic.iting fluid 

Envelopes 

Nails 

Screws 



Tablecloths 
Salt shakers 
Rubber gaskets 
Oil 

Detergents 
Bleach 



and so on, dc|'>ending on the tvpe of business. 



A stock clerk's duties are: to know what supplies are in the stockroom, to reorder 
supplies as they are used, to keep a record of what supplies are asked for and when the 
supplies are delivered. He must keep records on g. )ods received from the receiving; clerk, 
and must neatly store the supplies so that he can find them easilv. 
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Student Activities 

Afiswer the folloK^hi^ qucsti'ofL<: 

1. A stock clerk works in a 

2. His duties include 



3. List some supplies the stock clerk may have to handle in the stockroom -:>[: 

A HIGH SCHOOL A PRINTING SHOP 



A HAIRDRESSER'S SHOP A RECORD SHOP 
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4. Sec if \ou uruicrstand the different kinds of jobs we have discussed. Answer **ves*" or 
"no** for each duty described for each job; 

(a) Do the duties of a file clerk inchide - 

Ves or No 

keepini: records for tiL^urin^ pa\ cheeks? 

arr.ir^iruj. letters and other [^a[>ers in pro[>er order? . 

checkiriL; i^c^uds received in the stc^rerooni? 

fliuiiriL; [>a[^ers in the files? 

kee[Mn^ records of i;oods in the storage room? 

■b; f)o the duties of a payroll clerk include 

kLe[')in^ records for fi^urini: ''^.checks? 
arrani;inL: letters and other pafu^rs in proffer order? 
checking: gcM)ds received in the storeroom? 
fuidin^j; papers in the files? 

keepin^ records of t^oods in the storage room? 



'cj Do the duties of a stc^ck clerk include- -- 
kccfMrii; records for fii2;urinL: pa \ checks 
arranL;inL: letters and tuher papers in proper order 
clu'ckin^ uoods tecei'/ed in the storertnirn 
fuiiiinL: p.ipcrs in the files 

keeping records of L^oods in the storai^c rot)m 
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on ICL MACHINE OPERATOR 



There arc mam jobs for otfiLC-in.icliiiic operators. You will li.uc to kiunv lunv to 
operate sevcr<il different machines. The most common are: 



[^iiplic.itiiii; machines 
('opicr 

A del ress in i: machine 




Dijplicatiiii^ Machines 

f-ierc are two types of diiph eating machine.^ 



Ditto - A typist tvpes the material on a nuistcr. which transfers the rvpe to an inked 
surface. The inked surface is torn from the master. leaviui^ a piece of paper with 
rc^^ular typirii^ on the front, and inked typini; on the hack. This is then put. ink 
side up, on a machine that feeds in d c\c:\r ilnplicatitK^ JlniiL and make copies of 
the ori{jiiuil paper. The color of the copy depends on the color of the ink on the 
master. The color is usually purple or black. 



DITTO* OR 

PLUID DUPLICATOR 




Electronic Stencil -~- The paper to be copied is put on a cylinder in a machine that "sees" 
the printing; or the drawini: and then transfers what it sees to a nutstrr. The 
master is then put on a machine something like the ditto. However, this machine 
feeds in a blarh inh instead of duplicating fluid. The copies this machine makes 
look almost exactly like tlie onL:;inal paper. Thev look as though thcv had beeti 
typed separately. This machine is much more expensive than the ditto. 

n 
Ui 



STENCIL DUPLICATOR 



Copier -- A copier is used vvl\ri only a few Ci^pics of soinetliirii; arc needed. This iiiacliine 
takes .1 pieture of iic original paper and makes a cc^pv on a piece of paper, all in 
one sliorc time, and all inside the machine. No one has to transfer dittos to 
another niac^ .le or worry about i;ettin;^ ink or du[^h'catini; fluid on his clothes or 
himself. This is the most exf)cnsive vvav of co[n-ini;. 

Addrcssini; Machine - People's names and addresses arc put on metal phucs (about the 
size of charL;e phitcs). The machine takes the plates and prints them on enveiopes, 
magazines, packages, etc. Your job would be to see that the machine runs 
pro[XTlv: 



Iv 

Iv. 



Plates go in prof^erh 
There is enough ink to print profx^^i 
There is enough pressure to print clearlv. 
Phitcs change when they are supposed to. 

You inav use all .of these mnehines, some of them, or e:mip!eteiv different machines, 
dependir^g on chc size or the type of business in which vou arc emplovcd. 
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StiulcDt ActivTtics 

Ansu't'r the follo}i'i>is^ ijU('.<rio>is: 



1. Wliich niach.iiic might he used to run t^ff .i note to dll 30 ciii[iIovccs concerning the 
office Cliristnia.s p.irtN ? 



2. Which machine is the chc.iiiest to use for clui^hcatin^'r 



3. Whicli machine would be used for n newsletter to be nuiiled out tn 500 business 
customers? 



4. Who is tlie person who t.ikes care oFall of the duiThcatiuL; machines? 



5- Which machine would be used to make 3 cof^ies of" a letter \cni received from your 
state senator, whn is thanking you for your interest in pollution control? 



6. Which machine would a company use to make 2 5 C{)pies of a newspaper article just 
as it is in tlie newspaper? 



SALFSCLERK 




Another kind of clerk is the salesclcrk. He works in a store and sells thini^s directly to 
cust{Mners. If vchi enjoy meeting mna (^ffcrent people, this Is the job for you I Your job 
would probablv inckule the follow^'v,.;. 

CTrcetiriir the customer 
(Offering liclp 

Pointing out tliint^s that would please the customer 

Hcl[iing the customer make a choice 

Writintj; up sales slips and/or working the cash register 

13 
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It is very important rhat yoii u)dkc the custoniLT fed ho is welcome to vour shop in 
your store, that lie is free to make his own decisions , and that vou have quality produces 
\or him to buy. This is the iirsc step in beint: a i^ood salesperson. After ho has made his 
purciiasc, write up vour sales sl.p aceuratelv. 



Sample Sales Slip 



fa)lloM rorp 47qon 


STO^e NO. CLERK NO. CA9H CHQ. DATE 




ADDRESS 


CMG. NO. 


QUAN. 


ITEM 


PRICE 












































TAX 
TOTAL 





Check yfnir fii^ures yourself or on the cash rci^istor. When yoni wrap or bai; a 
purchase^ IkukIIc it with care. This ['jlcases the customer, and he will be likely to cnmc 
back to vour stf:>re another time. 

Another important thinu is to remember to file the store's copv oi the sales slip. 
The store needs to keep a record of the sales that were made. This also helps yruir stock 
clerk in i)ivi')!tor\-. An inventory is a count f)f all the i^oods in the store at a certain time. 

14 
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StLuiL'nt Activities 



/\) the !()llou'in>^ rxi-rciscs. 

Mr. Barton caino into tlic Flandvni.in HarLlwarc Coin[\nn- and purchased these items: 

4 cans of red ham paint at SS/v'S a can; 2 hiri^c nvlon [Mintbriishes at S3. 00 each; 
2 aluniirnini ladders at 597.^)7 eacli (extension ladders), and 2 aluniinuni [laint 
iiooks tor S.4 5 :i[')iece 

f-ill in this sales shp for the iiefu.s above: 



1 

I HANDYMAN HARDWARE COMPANY 

! VINELAND, NEW JERSEY 

i 

1 


h""^"^*"^^^" ' 1 1 i 1 

i:ro^:€ .^.Xu CL£rk No. cash crt^. patc 

i 4r\ZT9 




ADDRESS 


CMG. No. 




QUAN. 


iren 








































1 




TAX 
TOTAL 
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Kiow much change woiiKl Mr. Barton from S.^OO.OC' 



In wlhit ct)ins aiul paper imoika could \'ou ^i\'c tins clian^c? 

poiHMCs ijuartcrs S5 bills 

nickels half dollars S 1 0 bills 

tlimcs dollars S2() bills 




CASniFR ~" 

Anoth'.T person who handles the cash register is a cashier. Althoui;h cashiers mav 
be known b'. different names, tliev are the peo[ile who reeeive the mc)ncv' paid bv the 
customer. Sometimes a cashier is also a sale.^clerk. Sonic times his job is to reeeive 

the m()nev. P'or exaniplc. there are cashiers who onlv receive nu^ncy at i;roccry scores, 
some types of discount stc)rcs. and restaurants. 

C^ashicrs alsc") make chani;e and L;ivc recci[ns for pavmcnts. Small stc)res mav have 
cashiers who add up purchases a sales slip, often with a small adding machine. 

A cashier must alwavs be courteous. If a customer (.juestions the c!iani;e n'ou iia\'e 
t^iven, or an\" other thim; that has to do with vour job. tr\' to .straii;hten out the problem 
L|uietl\' and with [\!tiencc. If the problem is not easilv solved, call vour maUiJ^er to help 
vou. But remember, in ,mv I) u sin ess vour main thoui^lit must be to satisfv the customer 
so he w-ill come back ai^ain. 
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THH CASH RF:(;!STnR 




There arc injn\- rv pes of cash rei^isters. cspecialK now in the a^e of couij)h tcrs. 
Most ca.'.h rcunstcrs reeord the amounts o\ the purchases and then add them u\\ Some 
casfi rei;isters rcll how miieli chaiii;e to ui\e the cusrc^mer. Com(nirer-t vpe rce;isters ahso 
record the invtiitory numtJi'r of the purchase. sc:i that there is alwavs an inveiitorv 
(count) of everytliintz in stock. Manv cash rci:];isters used in department stores and other 
businesses that accept credit cdrtis arc connected to C(Mnpurers that act like gianc 
ntc})!i>ric<. Tliese record sjK^cial intorination alK)ut the customer, sucli as — 

how nuich lie lias cluir^al on his clhir<^c ,iccon}it: whether he has changed 
more than the tcnal amount that he and the store have aiijecd upon: what 
()ayments liave been made on the account. 

Tins information helps the store keep track of the hills still not paid by customers, ft 
also lielps the customer know that he is not charL^ing more bills than he is allowed to 
charge. 

Student Activities 



Circle T for true. / ' /*/ the <rdtc}nent is J^il.<e. 

T F 1. A [u^rsc)!! wlu) handles the cash rci^istcr is the cashier. 

T r 2. A cashier waits on customers and helps them make the pro()er selectior]. 

r F 3. A cashier can make chaiiL^e and give receipts. 

^ F 4. If a customer doesn't think you gave him the correct change, turn awav 

and on to the next customer, 

r F 5. Some cash registers can record the cust(Mners name and address. 

T F- 6. Some cash register can check the customer's credit. 

17 
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r F- 7. H.n'iiiL: a cash register that rL^curLls rlu* invcnt(irv niinihcr li^'lps rlic stoci 
clerk. 

T F S. Main cash rcL^isrcrs tell how much chaiij^c the cusioincr is to receive. 



'l(/i7 fill' tolloii-i}i<^ iunount.s tiful fii^nn' how fnucli clunioi- .<lioulil I 



SI O.Otf (live change from 
7.25 .^25.()() 



S45.r)7 

4.09 (live chani^e from 
12.13 SHO.OO 



S 7.30 (.'ive chanue from S 30.00 
10.49 
3.57 
1.25 



S .67 

.50 (live ehan^e from S5. 00 
.89 



> 1.4 5 
67.22 ( live cliarHj^e from 
.54 S 7 1.00 

.32 
.89 



S7.60 

4.56 Give chariL^e from S20.00 
4.44 



SHIPPING AND RECEIVING CLERK I'' ' ' 

"Shipping;," in Inisincss, means sendini^ out ^nods to voiir customers. The 
ship[^in^ and receiving clerk keeps records of all i^oods shipped out and received bv the 
business. This clerk checks ont{^oino sliipnicHr.< to see that a customer's order has been 
filled. He checks i)}Ci))nin{r shipnious to see that his companv's orders have been filled 
correctly and that none o{ the i^oods have been dama;^ed. A ship[1in^ and receivin^ clerk 
must fill in the forms needed for shippinL; and receiving. He mnv have to type or write 
the forms. These forms may include bills, reccuds of chari^^es, and wcii;ht of each 
shipment. 
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MAIL CI HRK AND M[:SSr:N(;i R 

The mail clerk ihc person who sorr ^ all inconiinL; mail aiui delivers u To 
Mie proper [htsoii or office. Nor al! businesses have a mail clerk, because these duties are 
sunierimes handled bv -.ome office-clerical worker, hiowever. if the mail clerk has a 
sep<irate Job, he must watch for special delivery letters, tclcizrams. anci [KTishable [^acka^es 
(thirii^s that mii^lit spoil). He must also watch for damai^ed i;o(xis. The mail clerk mav 
.I'.f) rake care of out^oini: mail: he must collect it froni the various offices, make sure it 
is sealed properly and addressed properly with a zip code, and then must put on the 
correct amount of postage (stamps). 

In scMiie businesses there ma\ be ;i need for a messenger. This person would 
pick up and deliver notes, [Pipers, and any cuher things that needed tc^ be taken from one 
place to another inside the buildini;. At times he ma\ have to deliver somethim; that 
cannot be sent throui^h the mails, and so may have t(^ drive a car or truck. The mail clerk 
may also be the messenger in a place where neither job has enough work to be a full-time 
job. 
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/•n'.'-'; //vf i)/ n/.v /c'/^v. //// /;/ ;//( hLinh <iu}Cf.< in tin I S( Htcuccs hclon 

vlii plic.itifiu-in.K I) jfu' oiH iM [or i!ic>,slmil:i1' 

1 . A makes ch.in^c. 

2. I lie Llcli\'crs i!icssaL:cs in cIr' olfkc. 

V Till' mail iliM"k m.i\ also he [\)c 



A. KccorJs ()[ L;u()tl.s sliippLnl in .iiul out arc kept hv the 

^- !\xc'i\'L\s iiu^iK'v from cLisC(wncrs ior i;()Mi.ls purchascj. 



(k TIr- 



i;rccts cIk' ctistomcr aiul answers an\ LjiiL-scions li 



iniulu lia\L-, 

7, Copirs oi LTtcrs and papcTs arc' made h\ ch 
H. Mail is '^nrtcil ami vlcliwrcil h\ cIr- 



Mail is L-ollectecl .uul stamped In the 



I'^'A iiiav he reijuired to deliver sometliini; that cannot be 

sent iliron^li rlie mails, 

1^- ^hc must cheek the eonditicTn of Lroods. 



2. Reeei|Hs are made b\ the 



l -"^-*^'l'^' must watch for special Lleliverv letters and telegrams. 

l^k A helps the customer make a choice. 

1 5. The ditto or electronic stencil would he used h\ the 
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Wu i II 

W liat Doc s h r.ikc To IW An ( )t"tu\-(:lcrica! W orker:^ 



r-DUCATION AM) IRAIMNC NI-.l.DI I) 

\],\\, K,\i:[K\l .ihoLit lliv' JufK-s «)t ^oiiii.- I't rhc }\Mi^k- who .irc plo\ in 
:f; iL'. chr... .li [:cmI. iVrli.ip^ \ ou luvc woiulcrt-kl wh.ic r\ pi'^ ul' rr.iitin):: would Iv 
IU■c•l•s^J;■v. ( )t ^ «.i!!sc\ a .'ooj L'ducjtion will voti. ( )nr of rlu' main parrs ot \our job 

'-vill he i-o-rnmn.t, l1 lui . rsia ndiiiL.; wliac potM'i ceil \ou. and Ix inu able to explain 

\ontse![ to ')tlu'rs. HowL-'.cr. orlicr skills rnav also i aceJiLl. Ot cuursi-. a rvpist must be 
anle ro t . [>t\ Ivur tIiom oilirr tlmn^s are aUu iniporranc for a elerieal worker: 

Spellini: 
Punetaurioii 
[..in^ua.:e n>e 

V'(KMbulai'\ 'wiiat word^ mean' 
Marb ^..kills 

KiaJni:: ,A\ li\" To follow written instruetion^ ! ! ) 

^'^•l!r tlianeL- to l:-. i aheaJ. on the job will depend t)n whether \nu ha\e a ^ood 
edueatioiK \ i inav aKo need special crammL:. Some of this Crainm^ can l^e gotten in 
scliool, but almost all hei^inniin^ cderical workers receive some on-the-iob trainini; too. 
However, it is not wise to pend on learnini^ vour job after vou have been hired. Yoli 
siiuuld L^et as much trainlni; as possible in school. Yon will do iK'tter in business if vou at 
least know about sonie office machines, and about office procedures (how things are 
done ; 

PHRSONAI. QllAIJTH-S NFJ-Di:!) 

In .uidirKjn to edueation and tr.iinnu;. emplo\ers e.\|H-et their einplovees to have 
i^ood [)ersonal (pialities. When p:^',in.: efnplovees for [promotion, tin* emplover will 
ct m sidi.T : 

y F.ducatif )n 
y d^raminL; 

Personal tpuilities 



Knowiiii: that. the of f icc-cLTical A'orkcr is a "white collar" workt-r should i^ivc \ ou 
a hint .us to how you should look on the job. You should pav close attention to vour 
appcnrance. Your .ippearance Jcf^ends on vour health, poise (how vou handle vourself), 
cleanliness, [H)sture, and dress. 

Ck)oJ ln'ultli will hcl[T vou work well on the job, A person who is well jkusciI has 
self-control and self cdnfidence. He is able to work under pressure (when thin^s are 
rushed). An eniplover does not want an eniplovce who lets the pressure of work make 
him cross and ani;rv. 

( Jcwilincss au{l newness alwavs make .i L^ood impression on orhcrs. An 
of fice-cleriea! worker should pick clothes that are snitdblc for the job. Matching; outfits or 
suits are L;ood, Jeans, too-short dresses, tee-shirts, and so on mav be comfortable, but 
tlu\ don't look verv ^ood to vour cm plover! 

(jOOil posture is also iiuportant to a i:;ood appearance. ''Posture" means how vou 
stand and sit. Good posture necessarv to keep the orii;ans of vour bodv working; 
properly, and so it affects vour health. 



wliich oj these employees do von tU'uik is liked by the employer a)id others? 
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Besides having a good appearance, aii office worker should alvvavs use correct 
English and pronounce words properly. Good speech habits will help vou succeed. Siani!!; 
and slo|^|n' speech are not good in business. Your voice should be pleasant to tlu\se who 
arc listening. Do not talk too loud or too soft. 

(letting along with others is very, very important. You nuist be coopcnitivc, 
(h'pcHiLihIc, loxiii coitrtrous, ii>\d tdctful. You inav handle important pa[K^rs ttiat must 
not be talked about with anyone else. You mav hear gossip. Do not pass it alon^. Be 
courteous, greet others — it dc^esn't cost you a cent! When someone makes a mistake, 
talk too h'n}i: don't -bave him find out that you said bad things about him to someone 
else. Be kintl, be tactful in telling him where he went wrono;. 

REMEMBFR: 



1} you u\i>it d job lL< dn officc-clcricdl worker, \on must hdvc d s^ood 

cducdtioi iind oood pcr.<ondl (judlitics, Tlu'sc (jiidliti'cs will .<liow in your 
dppcdrdncc, speech hdhits, dnil the u'dv vou oet alon*^ with others. 

WHERE THE JOiiS ARE: 



The choice is wide. There are office jobs all over the countrv. The bii^e;est sin^^le 
employer of people in the oftice-clerical field is the United States Government. There 
arc not many other field,, where the need for workers is so great. If vou are trained, it 
will be easier to rind a job. Businesses of evcr\' size and cy[^e emplov office-clerical 
workers; 



banks 

manufacturing firms 
ifisurance f'f>m panics 
money-lending companies 
stores 

and many other places. 



hospitals 
schools 

large restaurants 
u nions 



Wtien applying for a j(;b with the local. State, or Federal government, your office 
skills are imj 'irr;nit, but ycni also have to pass an important examination. A <;o()d general 



etiucacion wil 



prepare you fi)r this examination the r/r/7 service e: 



'XdlfinidtlOH, 



A good startini; salary is not the only thing to consider when looking for a job. 
Health insurance, vacations, sick leave, pensions, and other fruijiJC boicfits are also 
important. 

The working hours for most persons in the office-clerical field are from about 35 
to 40 hours, ""'our hours depend upon where you work. Salaries differ in different parts 
ot the countrv, and your salary will also depend upon vour own skills. The salary of a 
cler ical worker can be about S70 or more a week. Good workers arc likelv to i^et 
promoted and get more pay. 

Besides salary, workers get what are called fringe benefits. For example, most 
clerical workers receive at least a one-week paid vacation a vear, plus six paid holidavs. 
However, after several years of work, longer paid vacations mav be given. In addition to 
paid hohdays, most companies offer benefits such as life insurance, hospitalization, 
pension plans, and sick leave. 
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Short Quiz on Parts I and II 



1. Persons who work in private and government offices to do the needed paperwork and 
record-keeping are called - workers. 

2. Some examples of these workers are: 



3. Which of these are office-clerical jobs? Put a check in tront of all the ones that are. 



manufacturing business forms 
preparing business forms 
making copies of important papers 
installing telephones 
meeting callers courteously 
making change 
putting foods in boxes 
sorting mail 

delivering messages within the office building 



4. Match the correct job with the list of duties: (See #1, with the correct answer filled 
in.) 



(a) salesclcrk 

(b) stockclerk 

(c) shipping and receiving clerk 

(d) office-machine operator 

(e) messenger 

(f) cashier 

(g) file clerk 

(h) mail clerk 



1. Keeps accurate records of mer- 
chandise in stock. 

2. Answers questions and points out 

things that would please the customer. 

3. Receives money paid by cus- 
tomers for goods and services. 

4. Delivers messages. 

5. Arranges and stores business pa- 
pers in a systematic and orderly 
manner. 

6. Sorts mail and watches for spe- 
cial deliveries. 

7. Maintains records cf outgoing 

and incoming shipments. 



EKLC 
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5. Check 'Al of rlicsc that arc important for success in business: 



^Cloocl personal a[>pcarnncc 

^( letting aloni: with others 

^Trainini; for the job 

None of these 

6. Arranging and keeping business papers in hirge cases in a neat and orderly wav is 
called , 

7. Office-clericcd workers who want a job with the Federal CK^^■ern^lcnt must [\iss 
<i examination. 

8. An office-clerical worker will [^robablv be able to do his job if he has 
a education. 



9. List some businesses where clerical workers can be cmploved: 



1 0, (clerical workers usLiallv work from to hcnir.s. 

11. An office-clerical worker should know: (check one or more) 

history 
s [Killing 
algebra 
[HI nctuation 
language use 

12. List 2 fringe benefits that office-clerical worker.-, mav receive: 



EKLC 
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13. CMicck wliicli of these show a lZ'hxI jHTSDiisil appear. ince 



poor sf-iceLh suital^le LL)thiim 

l:^><kI health Icnaltv' 

poor posture clean chithes 



14. A person who L;ets ah)nL: with IcIIdw workers is: (cheek as main as are correct,' 

(lependalWe 

)ssi[n- 

C( )()pe rat ive 

h)val 



] 5. To shou rhar eon aru able to dn vour \uh. vnu inusr be al-jle to 

\s'(jrk at vour o\vn spee^l 

lIo i;oo(1 uork with sonic sf^eed 

fmish ahead ot the others 



U). List sotne thirii^s that an eni[iloycr will notice u'hen he is hiring, and also when he is 
thinkini^ of prt^niotiui; vou: 



Ynu have now completed your introducti(Mi to ofTicc-clcrical occupations. Use what v(ni 
have learned here and in sliop to hel[^ you decide what to try (nr. Ilcnicr.ibcr, there are 
nian\' kinds of office-clerical jobs tliat vou can do! 



